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Q&D - Office of Air, Waste & Toxics - Solid Waste & Toxics Unit - Records 

Disposition Schedules 

1/31/2011

based systems used to provide ready, user friendly, 
access to frequently used information. Information 
may be drawn from other Agency databases, 
commercially available databases, Agency records, 
publicly available sources, or a combination of 
sources. Also includes metadata repositories.

1/31/2014

Archives 5 

1235.44-

at end of 

Close file when comments are 
summarized.

Destroy after file is closed.

Delete individual records 2 years after 
completion of action and when no longer 
needed.
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program 

- c above, an 

as a finding 

12/31/2007

Includes all correspondence & related records 
pertaining to award, administration, receipt, 
inspection & payment of & all contracts to which EPA 
is a party & which are maintained & used by the 
Agency or Contracting Officer for contract 
documentation & for performance & financial 
monitoring & oversight activities. 

Work Assignment Manager (WAM)

10/31/2008

matters 

cases where the 

documents may 

to make the case.

02/29/2008

EPA's major policy decisions and program operational 
procedures originated within each program and 
regional office providing the mandates for overall 
and specific program direction and action. Records 

12/31/2010

Close inactive records at end of year.

Destroy 5 years after file closure.

contract.

Close inactive records upon filing of 
final invoice or completion or 
termination of the delivery order or 
work assignment.

Destroy 6 years and 3 months after 
final payment for the overall contract.

Close inactive records upon completion 
of case

Destroy 10 years after file closure.

upon issuance 

Archives in 5 
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referred to Office of Regional Counsel or other 
offices with enforcement authority, for action 
against a pollution source or discharger. Includes 
correspondence, meeting documentation, 
inspections, field notebooks, evaluations, 
documentation of administrative actions including 
notices of violation, notices of deficiency, 
information requests, warning letters, 
administrative compliance orders, documentation of 
civil and criminal actions, corrective action orders, 
attorney work products, case summaries, 
pleadings, state and local enforcement records, 
settlement documents including consent decrees, 
discovery requests, and notices of intent to sue.

Electronic copy of records transferred to the 
National Archives
Includes cases as designated by the Regional 
Administrator's designee.

12/31/2012

FIFRA/TSCA Tracking System (FTTS) is a regional 
system used to track compliance activities such as 
inspections, case review, enforcement actions 
taken, samples collected, and pesticide grants and 
cooperative agreement information. The compliance 
monitoring and enforcement activities are tracked 
from the time an inspector conducts (or schedules) 
an inspection until the time the case is closed or 
the enforcement action is settled. The system 
provides for four categories of reports: (1) 

04/30/2008

Close inactive records upon decision 
to not publish or issue.

Destroy 10 years after file closure.

case.

closure.

case.

case.

Close file upon transfer to the 
National Archives.

Delete after electronic record copy is 
successfully transferred to the 
National Archives.

Delete individual records 15 years 
after final action.
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but the 

month to 

420.

of records 

2/28/2011

all types of agreements with other federal, state, 
or local government agencies, universities, non-
profit organizations, Tribes, and other institutions 
to which EPA is a party, and that support EPA's 
environmental programs (other than Superfund 
site-specific, and waste water construction and 
state revolving fund grants). Specific types of 
agreements include assistance agreements, 
grants, cooperative agreements, interagency 
agreements, agreements for "guest" workers, and 
other types of program support agreements 
administered by headquarters or EPA regions and 
that provide for research, demonstration projects, 
training, fellowships, investigation, surveys, 
studies, or other types of program support 
activities.

Also includes supporting documentation. Specific 
types of records include, but are not limited to, 
documentation of significant actions and decisions 
relating to and supporting the award of 
agreements, documentation of actions and 

7/31/2010

upon 

upon 

Close inactive records upon 
completion of project.

Destroy 7 years after file closure.

Close inactive records immediately 
after closeout of the agreement. 

Destroy 10 years after file closure.
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and justifications for the non-competitive award 
of agreements, cost estimates, scopes of work, 
correspondence, applications, pre-award 
reviews, funding decisions, award 
documentation, documentation relating to the 
evaluation of proposals and applications, conflict 
of interest documentation, transmittal 
correspondence, agreements, agreement 
oversight activities, non-compliance 
documentation, dispute documentation, audit 
records, closeout documentation for completed 
agreements; and reports and evaluations 
resulting from agreements.

Excludes: Final products and deliverables (EPA 
258), Superfund site-specific grants and 
agreements (EPA 001), and waste water 
construction and state revolving fund grants 
(EPA 232). 

agency and used as input/source records by the 
receiving agency
Excludes records produced by another agency 
under the terms of an interagency agreement, or 

04/30/2008

information has 

when no 

been 

been 

Delete after the necessary data 
have been incorporated into a 
master file.
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input for a 

records 

functions, but excluding 

levels.

GRS 1/3

03/31/2014

may be 

records 

12/31/2009

brochures, 

environmental mission activities - Nonelectronic

environmental mission activities - Electronic

environmental mission activities - Electronic 
copy of records transferred to the National 
Archives

items

4/30/2012

Destroy when 3 years old.

Close inactive records at end of 
calendar year.

Destroy 5 years after file closure.

upon 
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Records relate to chemical analysis services 
performed to support the Agency's 
environmental programs. Includes analysis 
conducted through the Contract Laboratory 
Program (CLP), including sample results in the 
form of current files, purge files, and Sample 
Management Office (SMO) files. Regional lab 
records include in-house sampling. Supporting 
documentation includes document inventory 
form, data summaries, field sheets, chain of 
custody, data reports, analyst log books, 
sample logbooks, data sheets, 
correspondence, quality assurance and data 
validation files, quality control summaries, QC 
data logs and worksheets. Specific types of 
data packages will include Organic Routine 
Analytical Services (RAS), Inorganic RAS, 
Dioxin RAS, High Concentration (HC) and 
Special Analytical Services (SAS).

Excludes: Superfund site-specific sampling 
and analytical data files scheduled as EPA 
018.

6/30/2009

entities. 03/30/2007

Contains records that document the process 
for authorizing operation of a program by 
states and other entities in lieu of a federal 
program. Types of records include the 
application with background and supporting 
documentation, correspondence, copies of 
statutes and regulations, interim 
authorizations, and documentation of public 

01/31/2011

Close inactive records after 
publication or when document 
becomes obsolete, is 
superseded, or no longer 
needed to support program 
activities.

Destroy 2 years after file 
closure.

Close inactive records upon 
completion of sampling activity.

Destroy 10 years after file 
closure.

Close inactive records at end of 
year.

Destroy 10 years after file 
closure.

at end of 
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identity, 
-

-owned 

and 

01/31/2013

6/30/2011

used by Agency personnel in planning, 
preparing, writing, arranging, and conducting 
training programs for EPA and non-EPA 
employees, including state and other federal 
agency personnel. Records consist of 
working files generated during training 
development phase, training workgroup 
meeting notes, correspondence, training 
participation surveys and rosters, 
instructional materials, manuals, and other 
training aids.

04/30/2012

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully transferred 
to the National Archives.

old.

Close after information is 
entered into the electronic 
system and verified. 

Destroy after file closure.

Close inactive records at end 
of year.

Destroy 10 years after file 
closure.

Close inactive records after 
course or material is 
superseded.
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Includes training course plans and 
materials used for personnel and 
management training unrelated to the 
environmental missions of the Agency.

materials - Nonelectronic.
Includes training course plans and 
materials used for training in functions 
or activities related to the environmental 
goals of the Agency and its programs.

materials - Electronic. Includes training 
course plans and materials used for 
training in functions or activities related 
to the environmental goals of the 
Agency and its programs.

applications, 

unsolicited 

02/14/2007

U.S.C. Section 

definition.
Records: Technical 

Publications, and 

02/12/2007

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully 
transferred to the National 
Archives.

Close inactive records after 
rejection or withdrawal.

Destroy 3 years after file 
closure.

Close when obsolete, 
superseded or no longer 
needed for reference.

Destroy immediately after file 
closure.

Accessibility EPA Locator EPA Home

One EPA Workplace A-Z Index Region 10 Pacific 
Northwest (Internet)

Back to InfoPage

Page 9 of 9R10 InfoPage | One EPA Workplace

10/20/2014http://r10napps3.r10.epa.gov:9876/r10/infopage/infopage.nsf/4bb5d2c2196a420e8825650...


